8-0471 8A001%)0ﬁ_£§0%1é-4 a7

26 Janusry 1955

MEMORANDUM FOR: Supervisors, Office of Training
SUBJECT: Fitness Report

1. Boemuse of its unsuitability for that purpose amd begsed upon ithe
strong recommendation of the authors, the completed Fitness Report, Form 37189,
will not be shown to the employse by any supervisor in the 0ffiee of Traindng.

2. Une of the most importent snd continuing responsibilities of the
supervisor is to discuss with each smployee his significant sirengths and
wealmeszes, with particular aitentlion to practical means for developing his
capabilities. But this function must be discharged by other means thau formal,
mechanleal use of a standardized series of checlwarks once a year. The Job
calls for frequent intimate eontact and fwll discusslon.

3, Segction III, Form 37-189, reads as follous:

"] gertify that, during the latter half of the perioed coversd by
this report, I haye discusped with the pated indlvidual the manner in
which he has performed bls Job snd provided supgestlons and eriticiens
wherever needed. I belizye thet his mnderstanding of wmy evgluetlon of
his performancs is gonsistent with ay evaluation of him ag avidencad by
this fitness report and i have informed him of his sivengths. veaknoegop.
and onwthe-dob cffsctiveness, I performance duping the report perded
has boon unsatisfactory, there iz attached a copy of the memorandun
notifying him of wnsatlsfactory purformance,”

T4 it emphasized that the superviser's elgnature in this certification means
that the kind of discuseion mentionsd above has taken place and that the
report is consistent with this discuesion,

L. The instyructions acecmpanying Form 37-189 point out that the forns
are to be revieved by the official next higher in 1line of authority. I skmail
hold the reviewing official vospunslible for attaching statements to the Filness
Rerort vhenever he believes the report does nok reflect an acourats evaluation
of the employse, :

5. A1l Pitnese Reporte rendersd by or on Office of Training personnel
‘will be reviewed by mo as a further precaution that they are belag rendered
on as fair ard objective a busit as can v humanly obtained,

MATTHEY BAIRD
Director of Training
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